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A “Title Approver”  does the DMVS portion of their work starting with 

VRT/Approve Title/Approve Title 

Here I am! 
Approve 

Title 



After clicking on “Approve Title”, the “Search Pending Title” window opens.  

The title approver can select from 4 title “Transactions Types” if they want to limit 

the kind and therefore the number of  applications they see waiting for approval.  



Or when the “Search Pending Title” window opens, the title approver can select 

“Transaction Start Date” and “Transaction End Date” to further define their 

search of title awaiting approval.  



If the title approver knows of a specific vehicle that they want to approve a 

title for,  they can search by entering the  VIN.  



For a county with only one location, the transaction location should default 

to that location.  



For a county with multiple locations (offices) , the transaction location defaults  

to the systems user’s “Set Default” profile location. If the same title approver 

does approval for multiple locations, they will need to switch to a profile for the 

other location(s) in order to approve titles for multiple locations.  



Once the Title Approver makes the search box selections they click on “Search” 

and the records returned from the search are populated in the bottom section of 

the “Search Pending Title” window 

Ready for 

your 

selection   

“Double 

Click” 

 on the 

Record 

 you want  

(if there is 

more 

 than one!) 



There is a button marked “Approve”, is that all there is to it? 

– No, there is more! 



As a title approver I must see the documents that were submitted with the 

application! The scanned images will be available by clicking on “Transaction” 

in the “View Documents for” section. 



Select the specific document to view by clicking, one at a time, on “View 

Document” in the row with the description of the document that is to be 

viewed. 



The first document selected comes up. Use the scroll bars to move the image 

around for viewing the document. 



Then the second document is viewed and so on until the Title 

Approver  is finished with their review. 



 

Here I 

AM! 

 

Please 

Approve 

Me! 

The final “System” step for the Title Approver  -  click 

on the “Approve” button! 



Hooray! Our “Title Approver” role is complete. The title moves on to 

the next step and is printed according to the business process. 



As everyone who works in Vehicle knows, 

there is more to the work than what happens 

in any computer system. 

 

 

 

 

 

Our Titles and Registrations Team is going to 

walk you through the requirement and business 

process behind approving a title for issuance! 


